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Department of Defense

INSTRUCTION
NUMBER xxxx.xx [Insert a comma and “Volume #” if applicable.]

ORG

SUBJECT:
See the DoDI Standards on the DoD Issuances Website for complete instructions on using this template including sample wording for each section.
References:
See Enclosure 1
1.  PURPOSE.  This instruction . . .
Structure depends on type of DoDI being issued.  Select an option from the DoDI Standards.
2.  APPLICABILITY.  This [instruction, volume] applies to OSD, the Military Departments, the Office of the Chairman of the Joint Chiefs of Staff and the Joint Staff, the combatant commands, the Office of the Inspector General of the Department of Defense, the Defense Agencies, the DoD Field Activities, and all other organizational entities within the DoD (referred to collectively in this [instruction, volume] as the “DoD Components”).

See the DoDI Standards for non-standard applicability statements.
3.  POLICY.  It is DoD policy [“that” or “to”] . . .   
See the DoDI Standards for examples.
4.  RESPONSIBILITIES 

If responsibilities exceed half a page, move all to an enclosure.  See the DoDI Standards for examples. 


a.  Title of Official (and acronym if not established earlier).  The [official]:



(1)  A paragraph “(1)” must have a paragraph “(2),” etc.



(2)  


(3)


b.  Acronym of Official (if established earlier).  The [acronym of official]:



(1)  



(2)  




(a)  




(b)  



(3)  



(4)  

5.  PROCEDURES  
Introduce procedures here and place the detailed procedures in an enclosure – or – delete section and enclosure if not applicable to this instruction.         
 For the Information Collection Requirements statement, select one of the following options.  Delete the others and delete the section if not applicable to this instruction.  If information collection requirements exceed half a page, move to an enclosure.  See the DoDI Standards for examples.   

OPTION 1 – SINGLE INFORMATION COLLECTION REQUIREMENT

6.  INFORMATION COLLECTION REQUIREMENTS.  [Formal information collection title and DD form number (as applicable)] referred to in paragraph [enter appropriate paragraph citation(s) where the information collection requirement is described or referred to in the issuance] of this [instruction, volume] has been assigned [report control symbol or Office of Management and Budget control number] in accordance with the procedures in Directive-Type Memorandum 12-004 (Reference (#)) and DoD 8910.1-M (Reference (#)). 
OPTION 2 – SINGLE INFORMATION COLLECTION REQUIREMENT SUBMITTED TO CONGRESS
6.  INFORMATION COLLECTION REQUIREMENTS.  [Formal information collection title and DD form number (as applicable)] referred to in paragraph [enter appropriate paragraph citation(s) where the information collection requirement is described or referred to in the issuance] of this [instruction, volume] is submitted to Congress in accordance with [cite the statutory requirements, Reference (#)] and is coordinated with the Assistant Secretary of Defense for Legislative Affairs in accordance with the procedures in DoD Instruction 5545.02 (Reference (#)). 
OPTION 3 – SINGLE EXEMPTED INFORMATION COLLECTION REQUIREMENT

6.  INFORMATION COLLECTION REQUIREMENTS.  [Formal information collection title and DD form number (as applicable)] referred to in paragraph [enter appropriate paragraph citation(s) where the information collection requirement is described or referred to in the issuance] of this [instruction, volume] is exempt from licensing with a report control symbol in accordance with paragraph [enter the appropriate paragraph citation in DoD 8910.1-M that applies] of DoD 8910.1-M (Reference (#)).
OPTION 4 - MULTIPLE INFORMATION COLLECTION REQUIREMENTS

6.  INFORMATION COLLECTION REQUIREMENTS 

a.  [Formal information collection title and DD form number (as applicable)] referred to in paragraph [enter appropriate paragraph citation(s) where the information collection requirement is described or referred to in the issuance] of this [instruction, volume] has been assigned [report control symbol or Office of Management and Budget control number] in accordance with the procedures in Directive-Type Memorandum 12-004 (Reference (#)) and DoD 8910.1-M (Reference (#)).
b.  [Formal information collection title and DD form number (as applicable)] referred to in paragraph [enter appropriate paragraph citation(s) where the information collection requirement is described or referred to in the issuance] of this [instruction, volume] is submitted to Congress in accordance with [cite the statutory requirements, Reference (#)] and is coordinated with the Assistant Secretary of  Defense for Legislative Affairs in accordance with the procedures in DoD Instruction 5545.02 (Reference (#)).
c.  [Formal information collection title and DD form number (as applicable)] referred to in paragraph [enter appropriate paragraph citation(s) where the information collection requirement is described or referred to in the issuance] of this [instruction, volume] is exempt from licensing with a report control symbol in accordance with paragraph [enter the appropriate paragraph citation in DoD 8910.1-M that applies] of DoD 8910.1-M (Reference (#)).
For the Releasability statement, select one of the following options.  Delete the others.  
OPTION 1
7.  RELEASABILITY.  Unlimited.  This [instruction, volume] is approved for public release and is available on the Internet from the DoD Issuances Website at http://www.dtic.mil/whs/directives. 

OPTION 2
7.  RELEASABILITY.  Restricted.  This [instruction, volume] is approved for restricted release.  It’s available to users with Common Access Card authorization on the Internet from the DoD Issuances Website at http://www.dtic.mil/whs/directives.  [As a rule this option is used for FOUO issuances.]
OPTION 3
7.  RELEASABILITY.  Restricted.  This [instruction, volume] is approved for restricted release.  Authorized users may obtain copies on the SECRET Internet Protocol Network from the DoD Issuances Website at http://www.dtic.smil.mil/whs/directives. 

OPTION 4
7.  RELEASABILITY.  Not Releasable.  The release and distribution of this [instruction, volume] will be approved only by [enter the originating OSD Component and contact information].

8.  EFFECTIVE DATE.  This [instruction, volume]:  
a.  Is effective [Directives Division will insert date upon publishing to the website].  
b.  Must be reissued, cancelled, or certified current within 5 years of its publication in accordance with DoD Instruction 5025.01 (Reference (#)).  If not, it will expire effective [10 YEARS FROM PUBLICATION DATE - Directives Division will insert date upon publishing to the website] and be removed from the DoD Issuances Website.

Name

Title
Enclosures


1.  References


2.  Responsibilities


3.  Procedures

Glossary

A listing of acronyms is required in the Glossary if the issuance is over 2 pages and uses acronyms other than “DoD,” “OSD,” OR “U.S.”  See the DoDI Standards for an example.
TABLE OF CONTENTS
ENCLOSURE 1:  REFERENCES


ENCLOSURE 2:  RESPONSIBILITIES


SECTION TITLE


ENCLOSURE 3:  PROCEDURES


SECTION TITLE


SECTION TITLE


Paragraph Title


Paragraph Title


Paragraph Title


SECTION TITLE


Paragraph Title


Paragraph Title


APPENDIX

APPENDIX TITLE


ENCLOSURE 4:  TITLE OF ADDITIONAL ENCLOSURE IF APPLICABLE


GLOSSARY


PART I:  ABBREVIATIONS AND ACRONYMS

PART II:  DEFINITIONS


TABLES

1.  Table Title


2.  Table Title

FIGURES

1.  Figure Title


2.  Figure Title


3.  Figure Title


ENCLOSURE 1

REFERENCES
(a)
Tab and hanging indent are set at .36.”  See the DoDI Standards for correct reference citation
(b)


(c)


(d)


(e)


(f)

(g)


ENCLOSURE 2
RESPONSIBILITIES

1.  TITLE OF OFFICIAL (and acronym if not established earlier).  The [acronym of official]:


a.   


b.  


c.  

2.  ACRONYM OF OFFICIAL (if established earlier).  The [acronym of official]:

a.  



(1)  



(a)  




(b)  





1.  






a.  Do not subordinate paragraphs beyond this level.






b.  





2.  



(2)


b.  


c.  

ENCLOSURE 3
PROCEDURES

1.  SECTION TITLE

a.  Paragraph Heading.  If paragraph “a” has a heading, paragraph “b” (and “c,” etc.) must have a heading.



(1)  Paragraph Heading    




(a)  



(b)  





1.  






a.  Do not subordinate paragraphs beyond this level.






b.  




2.  



(2)  Paragraph Heading

b.  Paragraph Heading  


c.  Paragraph Heading  

2.  SECTION TITLE


a.  


b.  


c.  

GLOSSARY

PART I.  ABBREVIATIONS AND ACRONYMS

A listing of abbreviations and acronyms is mandatory for instructions or volumes over 2 pages using acronyms other than “DoD,” “OSD,” or “U.S.”  
	ACRONYM
	use lower case when term is a common noun

	ABBREVIATION 
	Use Title Case When Term is a Proper Noun

	
	Leave a space between acronyms beginning with a different letter.

	BEGINS WITH “B”
	

	BEGINS WITH “B”
	

	
	

	STARTS WITH “S”
	


PART II.  DEFINITIONS
See DoDI Standards for guidance in defining terms, using caveat statements.

ACRONYM.  Use acronyms already established:  do not write term out or reestablish acronym.
term is not a proper noun.  When a definition has paragraphs:


Indent the subordinate paragraphs.


Do not number them.

Proper Noun.   Place terms in alphabetical order.  Capitalize proper nouns only.   
term.  
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